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Is the material mandated by statute of 

regulation?

Does the material support a financial 

or legal claim or obligation?

Is the material required to operate 

programs or provide program support 

functions?

Was the material created or received 

in the conduct of Departmental 

Business?

DOCUMENTATION

Does the material document/facilitate:

• Actions (ensure continuity and 

consistency)?

• Formulation of policies and 

decisions?

• Directives?

• Board, committee or staff meeting 

notes?

Does the material protect government 

and individual rights and interests 

(financial, legal, other)?

Does the material provide information 

required by Congress?

VALUE

Does the material have 

administrative, fiscal or legal value?

Does the material have historical, 

informational or evidential value?

Does the material have programmatic 

value?

PRESERVATION

Was the the material filed, stored or 

otherwise systematically maintained?

Isthe material appropriate for either 

permanent or temporary 

preservation?

Is your organization 

the creator, sponsor, 

or custodian?

Is the material

 non-official or private 

information that does 

not effect conducting 

business? 

Non-Record

 • Personal Papers

 • Extra copies of documents maintained for 

convenience or reference

 • Library materials, catalogs, journals, stocks of 

agency publications, articles, etc.

 • Routing/transmittal sheets, envelopes

 • Information copies of reports, studies, 

periodicals, etc.

 • Reading files

Yes

Yes

Yes

Yes

OFFICIAL RECORD

Any final product related to DOE/NNSA’s administrative, 

enforcement or regulatory policies and activities.  Examples 

include:

• Correspondence (Directives/Letters)

• Contracts

• Engineering Design

• Construction

• Research

• Nuclear Weapons

• Administrative (Security, Finance, etc.)

Supporting materials sufficient to document and/or explain the 

document trail/decision making process for administrative, 

legal, final, programmatic and historical purposes.  May 

include drafts, annotations, reports, raw data, meeting minutes, 

etc.

Yes

No No

No

No

No

Did you comment 

or take action on 

the Record?

Yes

No

Yes

Will retention 

support the 

decision trail of 

your comment or 

action?

Yes

No

No

No

Is the material 

published or 

processed and used 

as reference? 

Yes
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OFFICIAL RECORD

Any final product related to DOE/NNSA’s administrative, enforcement or regulatory policies and activities.  Examples include:
	• Correspondence (Directives/Letters)
	• Contracts
	• Engineering Design
	• Construction
	• Research
	• Nuclear Weapons
	• Administrative (Security, Finance, etc.)

Supporting materials sufficient to document and/or explain the document trail/decision making process for administrative, legal, final, programmatic and historical purposes.  May include drafts, annotations, reports, raw data, meeting minutes, etc.


PURPOSE

Is the material mandated by statute of regulation?

Does the material support a financial or legal claim or obligation?

Is the material required to operate programs or provide program support functions?

Was the material created or received in the conduct of Departmental Business?


DOCUMENTATION

Does the material document/facilitate:
• Actions (ensure continuity and consistency)?
• Formulation of policies and decisions?
• Directives?
• Board, committee or staff meeting notes?

Does the material protect government and individual rights and interests (financial, legal, other)?

Does the material provide information required by Congress?


VALUE

Does the material have administrative, fiscal or legal value?

Does the material have historical, informational or evidential value?

Does the material have programmatic value?


Yes


PRESERVATION

Was the the material filed, stored or otherwise systematically maintained?

Is the material appropriate for either permanent or temporary preservation?


Is your organization the creator, sponsor, or custodian?


Is the material
 non-official or private information that does not effect conducting business? 


Yes


Non-Record

 • Personal Papers
 • Extra copies of documents maintained for convenience or reference
 • Library materials, catalogs, journals, stocks of agency publications, articles, etc.
 • Routing/transmittal sheets, envelopes
 • Information copies of reports, studies, periodicals, etc.
 • Reading files


Yes


Yes


Yes


No


No


No


No


No


Did you comment or take action on the Record?


Yes


No


Yes


Will retention support the decision trail of your comment or action?


Yes


Yes


No


No


No


Is the material published or processed and used as reference? 



